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Overview
Trigger:

Agency payroll/personnel staff needs to view an employee’s personnel master data.

Business Process Procedure Overview

Personnel data is stored as Information Types, (infotypes). Related groups of commonly

used infotypes are listed on the “Display HR Master Data” screen under tabs labeled:
Master Data, Payroll, Taxes, Time, URS, and PEHP. Following is the name and short

description of each infotype listed under each tab:
Master Data:

Actions — Changes that affected multiple information types and the related start and end
dates of the action (e.g. conversion of data from the old system, new hires, terminations)
Organizational assignment — Employee’s home agency, org, dist and payroll groupings
Personnel Data — Name, SSN, birth date and gender

Addresses — Home address and telephone number

Date Specifications — Various dates e.g. hire dates, leave accrual date, etc.

Residence Status — Citizen or Non-resident alien

Payroll:

Payroll Status —Process dates for pay and time data

Basic Pay — Pay scale group and hourly rate of the employee

Bank Details — Bank accounts and amounts for direct deposits
Recurring Payments/Deductions — Fixed payments and deductions that repeat periodically
usually each payday
Additional Payments — Non-recurring payments and deductions (Pay advance balances are
also shown here)

Taxes:

Residence Tax Area — Names of taxing authorities of the employees residence (i.e.

Federal/State)
Work Tax Area — Names of tax authorities of the employee’s work location (i.e. State/Local)

Time:

Planned Working Time — Work schedule and Time Management Status
Time Recording Info — Comp/Excess limit codes and Comp/OT pay code

Withholding Info W4/W5 US — Tax withholding and EIC form data

Quota Corrections — History of adjustments to leave balances

Time Quota Compensation — History of leave balances that have been paid down

Employee Remuneration Info — History of other payments that originated in the time entry
process

URS:

PEHP:

Savings Plans — Retirement plan and deferred compensation plans

Health Plans — Employer provided medical and dental insurance plans

Insurance Plans — Employer provided life insurance coverage
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1.1 How to access Personal Administration data

Procedural Steps

Via Menus

Agency Payroll Coordinator > Display HR Master Data

Via Favorites Menu

Display HR Master Data

Double click on “Display HR Master Data” and the following screen will appear:
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This is the beginning point for viewing all Personnel Administration data.

Input Fields

Field Values

Personnel no.

Employee numbers are used to select specific employees

Tabs of Grouped
Information Types

Click on one of the tabs to get a list of commonly used information
types: i.e. Payroll lists information types for Payroll Status, Basic Pay,

etc.

Infotype Enter the number of the Information type you wish to view (i.e. 8 for
Basic Pay)

1.2 Enter the employee’s Personnel number and press enter. (If you do not

know the employee’s number, click on the list box next to the “Personnel no.” field
and locate the employee number by entering their name.) The following screen will
appear:
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1.3 Thetop of the right panel shows the employee’s name and the

following key information:

Employee Group — Controls pay and benefit processes. Two examples: 1)
Employees in group 2 will not accrue annual, sick leave, or get holidays. 2)
Employees in groups 5 through 8, T, R, and D cannot be paid for anything that
occurred later than the effective date of the action that placed them in one of those
groups. However, they can still be paid for anything that occurred earlier than the
effective date of the LWOP or termination.

1 Active / Leave Accrual / WrkComp / Unemployment / LTD / Life

2 Active / No Leave Accrual / WrkComp / Unemployment

3 Active / FT Judges & Elected Officials / No Leave Accrual / WkrComp / LTD
ILife

Active / Legislators & Boards / No Leave Accrual / WkrComp

LWOP / Leave Accrual / Emplr Paid Insurance (Not yet available)

LWOP / Leave Accrual / No Emplr Paid Ins. (Not yet available)

LWOP / No Leave Accrual / Emplr Paid Ins. (Not yet available)

LWOP / No Leave Accrual / No Emplr Paid Insurance

Terminated

Retired

Deceased

OO0~ U

Employee Subgroup - Determines which Overtime Rules apply
71  NonExempt/Wkly > 40 C/OT @ 1.5

72  NonExempt/ QuadWkly > 160 C/OT @ 1.5

73 NonExempt/BiWkly>80@ 1/>87 @ 1.5

74  NonExempt/ QuadWkly > 171 C/OT @ 1.5

75 NonExempt/ QuadWkly > 212 C/OT @ 1.5

76  NonExempt/ BiWkly > 80 OT Paid @ 1.0 (No Comp)

77 NonExempt/ QuadWkly > 171 C/OT @ 1.5

78 NonExempt/ Daily > 8 OT Paid @ 1.5 (No Comp)

90 Exempt/ BiWkly >80 Earn Comp @ 1.0 (No OT)

91 Exempt/ All Hours Paid @ 1.0 (No Comp)

92 Exempt/ BiWkly > 80 Earn Comp @ 1.0 & Charge When Earned
93 NonExempt/ QuadWkly > 160 Earn Comp @ 1.0

1.4 Click on one of the tabs labeled Master Data, Payroll, Taxes, Time, URS
or PEHP, to see a list of infotypes associated with each tab.
1.5 To select an infotype for viewing, click on the box to the left of the
name of the infotype.
1.6 The system maintains a history of changes to infotypes. For example, an
employee’s address may change several times during their employment with the
Last chanaed on: Last chanaed bv: Version: 1.0 Paage:
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State. The “Period” panel to the right allows you to view the data that was in effect
for a specific period. The following screen shows an example of selecting the
employee’s address as of today:
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Click on the view icon % and the employee’s current address and phone number will

appear as shown below.
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To get a definition of a data element within an infotype, click on the

data element label and press F1. For example, if you click on “Address type”
and press F1, the following pop-up appears:

I R R ~rerormance postone
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J EE group F Active H
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Addresz tupe
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1.8 To see a history of changes to the infotype, click on the overview icon
2 in the upper left corner and the following screen will appear:
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1.9 Clickin box to the left of aline item on the list to select that item. Then
click on the detail view icon = in the upper left corner to see the
details of that item.

1.10 The following pages describe the information contained in the
infotypes listed in the preceding “Overview” section.
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Infotypes under the tab — Master Data:
Actions — Contains a history of changes that affected multiple information types and
the related start and end dates of the action (e.g. conversion of personnel master
data from the old system, new hires, terminations). Here is an example of the list of
actions:
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The list shows only one such action has occurred that being the conversion of the

employee’s personnel data from the old payroll system to the new system.
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Organizational Assignment — Shows the employee’s home agency org distribution

and payroll groupings:
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The above screen shows the employee is currently working for the State of Utah in the
Career Service Review Agency, (Subarea 0130). He is an active hourly employee, (EE
group) who can accrue leave; is not exempt from FLSA and earns overtime at time and
one half, (EE subgroup); is on the biweekly payroll cycle, (Payroll area); is on the State
Employees Non-Contributory retirement plan; his position is “DI CENTRAL OFC Tech”,
(Position); and his home agency, low org, and distribution code is130 1010 0001,

(Organization key).

Last chanaed on: Last chanaed bv:

Version: 1.0 Paae:

10/27/2003 Phansen

9 of 37




Accgﬂated BUSINESS PROCESS
PROCEDURE
St&t:hOf Organization/Area: Title of Process:
Agency Payroll Administration | Research Personnel Master Data
File Name: H:\TRAINDOC\FOLIO\Payroll\convert\é Release: R/3 4.6C
Research Personnel Master Data.doc
Responsibility: Payroll Coordinator Status: Issued: 2/26/200 Revised: 10/27/2003

Personal Data — Displays the employee’s name, SSN, birth date and gender as

shown below:
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Addresses — Displays Home address and telephone number as shown:
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Date Specifications — Displays various dates e.g. hire dates, leave accrual dates,
etc. as shown:
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Residence Status — Displays Citizen or Non-resident alien as shown:
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Infotypes under the tab — Payroll:

Payroll Status — Displays the process dates for pay and time data as shown below:
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Basic Pay — Displays the pay scale group and hourly rate of the employee as shown

below:
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Bank Details — Displays the bank accounts and amounts for direct deposits of the

employee as shown:
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Recurring Payments/Deductions — Displays the fixed payments and deductions that
repeat periodically usually each payday.
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In this example, the employee has one recurring deduction that is for Life Insurance PEHP
for 2.62 per pay period. If the employee had other recurring payments or deductions, they

can be displayed by clicking on the “Previous record” or “Next record” icons H B

in the

upper left corner. An over view of all of the emcEonee’s recurring payments/deductions can
be viewed by clicking on the “Overview” icon <
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Additional Payments — Displays Non-recurring payments and deductions (Pay
advance balances are also shown here)
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This example shows the employee had an $800 payment for taxable moving
reimbursement. If the employee had other one time payments or deductions, they can be
displayed by clicking on the “Previous record” or “Next record” icons & B inthe upper
left corner. An over view of all the employeg’s one time payments/deductions can be

viewed by clicking on the “Overview” icon <=
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Infotypes under the tab — Taxes:

Residence Tax Area — Displays the names of taxing authorities of the employee’s
residence (i.e. Federal/State).
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Work Tax Area — Displays the names of tax authorities of the employee’s work
location (i.e. Utah).
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Withholding Info W4/W5 US — Displays the tax withholding and EIC form data.
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Infotypes under the tab — Time:

Planned Working Time — Displays the Work schedule and Time Management

Status

™ Display Flanned Werking Time -

Infokyps  EdE Golo Extres  Sesten Helo

DR CHE avans PR @

@ ||

YO 2 [ wedk schedus

M=

Lo Pavsorrel a1

Enfani . S Agie
g Siale of Liah

ik, schedule e
ok sobaachil e 1k
Tirres b prvd slstus

stort| | it @8 || ] i s | o] | D] 0| ] | ] v | o oo, e |

ol et
I Poilira anckeses

i time

Te  [127217%99%

= EFEHEB = a8 Frsornsl m 1EIE07

Fired by EE ormin [ acra i

= Panan EE subQiup [f1 WEsrHaOCiOTAS  SsM
(Bl Col ctiom smach bl st [41 705 2002
{H} Gomch em
14 Fro sanch

[wzos ™ omrwr

Cha  (81,/88,72 063 |COMHUERT

|9- Tares st ion of pla e bivess

|‘.~d|.ll:|wloﬁw.mlirlﬂ

Lefls
]

Ao term |0

Ergd oame snf peipent
Dl vorking hows
el esa kb P ik R B
Pcath v ie] b
anna voking hoas
"Wimakhy ok

Tal [ @0 jkae OVA | 13852

BRDEL AN BT me

In this example, the employee’s work schedule is U200, 10 Hours MTWF, and his Time
Management status is 9 - Time evaluation of planned times. (This employee will be
automatically paid 10 hours a day for Monday, Tuesday, Wednesday and Friday of each
workday unless time is entered on his time entry screen.) To get a list of all possible work
schedules, click in the box to get an arrow and then click on the arrow to get the list in a
pop-up window. The “Additional time ID” on this screen shows the pay period in which they
will lose all of their accumulated comp time if the are FLSA exempt employee. (In this
case, pay period 20.)
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Time Recording Info — Displays the Comp/Excess limit codes and Comp/OT pay
code
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The “Interface data” panel shows the Excess leave limit code in the “Subsystem grouping”
box; the Comp time leave limit code in the “Access control group” box and the pay overtime
or accrue comp time indicator in the “Additional indicator” box. To get definitions of the

codes, click in the box to get an arrow and then click on the arrow to get the pop-up
window shown below:
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Quota Corrections — History of adjustments to leave balances
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This example shows that 15 hours were added to the employee’s Excess Earned leave
balance on 10/27/2003. These hours are available for use anytime after the start date of
10/11/20083.
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Time Quota Compensation — Displays leave balances that have been paid down.
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In this example, the employee was compensated, (paid), for 15 hours of Excess leave
which resulted in a remaining balance of 8 hours. If the employee had other leave pay
downs, they can be displayed by clicking on the “Previous record “ or “Next record” icons

B in the upper left corner. An over view of all the employee’s leave pay downs can be
. o , . o)
viewed by clicking on the “Overview” icon <&
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Employee Remuneration Info — Shows a history of other payments that originated in
the time entry process. To get the list shown below, select one “Employee

) ) L. [
Remuneration Info.” and click on the overview icon <

= Dresrview Bmployee Remuneration [sfo -

Infckeps [dE Goln Eitres Sesen Helo L

& | AREeae 2R hhon BE @

Chacee

= EEE B a Frrsornesl m 131207 Hare enjani  Sa Ak

Find by EE qrmup ﬁ Sagtren Hip - Laave Paorrel ;1 AT Sislp of Lkah

= E}E}'m WS 1k [wzoe ™ omTwE s H-1-am e

Col schi~m 1mmch halp "
B8 Soschiam [ Chacee Jors01/ 1008 2 1o [12/21/9999 5Ty
{1 Fro saach s
[iein Wegd Shild | Hias Hraber Lirit 1] hamosi | E Bz 7
2HAE (e _IZInIIdl 1.00 an 0. 1=
A (1202 (OnCal 10 L] i -
AR 1202 |On Cal 1.00 Lam D.[_l]
22009 1202 OnCdl 100 oo om
MAREIE (N3 (Incitwds Lo nan Ll ]
RANAE |TIES | Misege | g non 20m
o208 (TR2 | TekAen oo 0 125
ETM| £
[ 12 7

TAT[ @M ke OVA | 0BT

st ||| o) 8 53 || e | | M- e | @ne. | SEow | BRe. J[qfov. | ETdb. BROEDEN 2PTae ren

This shows all the other pay items that have originated from the time entry screens. To
limit the list to a specific time frame, enter from and to dates. To get a detailed view of a
specific transaction, click in the box next to the transaction and then click on the word
“Choose” in the upper left corner under the green-circled check mark. The following
screen will appear:
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The date the transaction was entered and the logon Id. of the person who entered the
transaction appears next to the abbreviation “Chg.” situated under the employee’s SSN.
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Infotypes under the tab — URS: Some infotypes are repeated under this tab. Since
they were described previously, examples for Personal Data, Addresses, Date
Specifications, and Recur. Payments/Deds. are not repeated in this section. This section
does not include an example of the General Benefits Information infotype because the
information is the same for all employees and does not provide useful information at this
time.

Savings Plans — Shows the retirement plan and deferred compensation plan(s) for
which the employee is enrolled. To get the list shown below, select “Savings Plans.”
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And click on the overview icon <
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This shows all the savings plans for which the employee was/is enrolled. To limit the list to
a specific time frame, enter from and to dates. To get a detailed view of the plan, click in
the box next to the plan and then click on the detail icon & in the upper left corner under
the green-circled check mark. The following screen will appear:
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This screen shows the start and end date of the plan, the plan code (401A), plan type
(401K), and the plan name (State EEs (ER+EE if any)). As part of the State’s retirement
benefit package for most state employees, the state contributes to an individual 401k. The
employee can also contribute an amount every payday. Click on the “Regular contib.” tab

to see how much, if any, the employee has elected to contribute in addition to the State’s
contribution and the following screen will appear:
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This screen shows that the employee contributes 1.5% of their pay to the 401K savings
plan in addition to what the employer contributes. This screen would show all zeros if the
employee was making no additional contributions. The amount the employer contributes is
not shown in this area. The employer paid percentage is only available to the central plan
administrators. (The other tabs on this screen are not currently in use.)
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Infotypes under the tab — PEHP: Some infotypes are repeated under this tab. Since
they were described previously, examples for Personal Data, Addresses, Date
Specifications, and Recur. Payments/Deds. are not repeated in this section. This section
does not include an example of the General Benefits Information infotype because the

information is the same for all employees and does not provide useful information at this

time.
Health Plans — Shows the employer provided medical and dental insurance plans.
To get the list shown below, select “Health Plans” and click on the overview icon
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This shows all the health plans for which the employee was/is enrolled. To limit the list to a
specific time frame, enter from and to dates. To get a detailed view of the plan, click in the
box next to the plan and then click on the detail icon & in the upper left corner under the

green-circled check mark. The following screen will appear:
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This screen shows the start and end date of the plan, the general plan data such as plan
code (SUMM), the plan name (Summit Care), Dependent coverage (Employee Only), etc.
Click on the “Costs” tab to see both the employee and employer costs:
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This screen shows that the employee and employer costs each payday are $2.31 and
$133.35 respectively.
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Insurance Plans — Shows employer provided life insurance coverage

™ Display Insurance PFlans
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This screen shows the general plan data. Click on the “Insurance cov.” tab to see the
amount of life insurance coverage and the “Costs” tab for the per pay period costs. If the
employee were provided more than one life insurance plan, it could be viewed by clicking

on the “Previous record” or “Next record “ icons = = |

in the upper left corner.
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Flexible Spending Accounts — Show the employee’s optional Health and Dependent
care flexible spending accounts. To get the list shown below, select “Flexible

. : o o
Spending Accounts” and click on the overview icon <,
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This shows all the Flex plans for which the employee wasl/is enrolled. To limit the list to a
specific time frame, enter from and to dates. To get a detailed view of the plan, click in the
box next to the plan and then click on the detail icon & in the upper left corner under the
green-circled check mark.
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FSA Claims — Shows the employee’s claims for reimbursement on flexible spending
accounts. To get the list shown below, select “FSA Claims” and click on the

L (e
overview icon <
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This shows all the claims the employee has made. To limit the list to a specific time frame,
enter from and to dates. To get a detailed view of the claim, click in the box next to the

claim and then click on the detail icon & in the upper left corner under the green-circled

check mark.

Last chanaed on:

Last chanaed bv:

Version: 1.0

Paae:

10/27/2003

Phansen

36 of 37




Accelerated

BUSINESS PROCESS

SAP
PROCEDURE
St&t:hOf Organization/Area: Title of Process:
Agency Payroll Administration | Research Personnel Master Data
File Name: H:\TRAINDOC\FOLIO\Payroll\convert\é Release: R/3 4.6C
Research Personnel Master Data.doc
Responsibility: Payroll Coordinator Status: Issued: 2/26/200 Revised: 10/27/2003

Miscellaneous Plans — Shows the employee’s other benefits such as Workers
Compensation insurance, Unemployment insurance, etc. To get the list shown

) . S (s
below, select “FSA Claims” and click on the overview icon <=
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This shows all the health plans for which the employee was/is enrolled. To limit the list to a
specific time frame, enter from and to dates. To %gt a detailed plan view, click in the box

next to the plan and then click on the detail icon &l

in the upper left corner of the screen.
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